QUICK
Guide

The FHEO Section 3 Opportunity Portal is intended to
help HUD grantees and Section 3 businesses meet their
Section 3 obligations for employment and contracting. The
site is to be used by either Section 3 Residents or
Employers. Section 3 residents may use the site to Search
for Jobs and post their profile/employment history for
companies to search. Employers may use the site for
posting job/contract opportunities or search for residents to
fill positions. Authentication has been implemented using
GSA’s Login.Gov service. Login.gov is an authentication
service that offers the public secure and private online
access to participating government programs, including the
HUD Section 3 Opportunity Portal.
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‘Welcome to HUD's Opportunity Portal
The Opportunity Portal helps match Section 3 Residents to jobs and training opportunities and Section 3 Businesses to contracting
opportunities.

Section 3 Residents @

+ Search for jobs and training positions + Bookmarked residents
« Past your resume (sign in required)

Section 3 Recipients and Employers ®

This document will guide the user through the creation of
a Login.Gov account, logging into the Opportunity Portal
application, and exercising the features that are available
to both Section 3 Employers and Residents such as
updating contact information, posting an employment
profile, posting opportunities and searching for
job/contract opportunities.

Create a Login.gov ID

To access certain features in the Opportunity Portal such
as creating a Resident profile so that businesses can search
for you, posting Job and Contract opportunities, or search
for Residents seeking employment, you must create a
Login.gov account. If you only wish to search for open Job
and Contract opportunities, you do not need a Login.gov
account. To create an account:

a. Open a web browser such as Internet Explorer,
Chrome, Firefox or Safari.

b. [Enter] https://hudapps.hud.gov/OpportunityPortal in
the URL box.

HUD Section 3 Opportunity Portal is
using login.gov to allow you to sign in
to your account safely and securely.

T

Back to HUD Section 3 Opportunity Portal

[Click] the Create an account button. Note: if you
already have an account, you can [Click] the Sign in
button.

Enter your email address in the Email address field
(Note: this must be a valid email address that you can
access at that time), then [Click] Submit.

You can now close the tab or window you are currently
working in.

Go to your email account and look for a new email
from no-reply@login.gov with the Subject: Confirm
your email and open it.

In the email, [Click] the Confirm your email address
button. (Note: this will open in your default browser;
if you wish to use a different browser, simply copy this
URL and paste it into the browser you wish to use.)
Create a new password. It must be at least 9 characters
long and not be a commonly used password. Type the
password into the Password field and [Click]
Continue. (Note: you will not be able to move forward
unless your password is “strong” enough).

D LOGIN.GOV

@ Youhave confirmed your email address

Create a strong password

It must be at least 9 characters long and not be a commonly used
password. That's it!

(0 Show password
Password

Password strength: Great!

Login.gov requires “two factor authentication”,
meaning you need to provide an additional way to
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prove you are the owner of your account when logging
in (this adds an additional layer of security to your
account). Choose one of the 3 options presented (the
simplest is usually Text Message/SMS if you have a
cell phone; otherwise, the next simplest is to get a
phone call). Then [Click] the Continue button.

j. If you chose Text Message/SMS then enter your
mobile phone number in the Mobile phone number
field, then [Click] the Send code button.

D LOGIN.GOV

Add a phone number

Every time you log in, we will send you a one-time security code via
text message or phone call. This helps safeguard your account.

International code

United States of America +1

Phone number Mobile phone or landline. If you enter a landline,
please select “Phone call” below.

How should we send you a code?
© Text message (SMS) O Phone call

You can change this selection the next time you log in.

< Cancel account creation

k. If you chose Text Message/SMS then enter your
security code that you received via text message/SMS
in the One-time security code field, then [click]
Submit. (Note: you must do this within 10 minutes of
receiving the code, or you will need to generate a new
one).

1. Write down, print out, or take a screen shot of your
personal key; you may need this to log in later to regain
access to your account if you lose your phone, for
example.

m. [Click] Continue.

Store your personal key
This is the only way to regain access to your account if you lose the
phone where we send your security code. Write it down or print it
out.
<
E Your personal key
Generated on March 14, 2018 D LOGIN.GOV
= Get another key & Print this page
Why do | need to store my new key on paper? +

n. Type the personal key that you just saved in the field
that appears. You do not need to enter dashes, just the
numbers and letters from your key.

o. [Click] Continue.

Log in with Login.gov
To log in to the Section 3 Opportunity Portal, do the
following.

a. Once you have an account, you can go to
https://hudapps.hud.gov/OpportunityPortal in your
web browser, then [Click] the Sign in button.

b. [Enter] your Email Address and Password that you
used when signing up for Login.gov and [Click] Next.

c. You will then be logged into the application and the
Section 3 Opportunity Portal home page will appear.

Choose Role and Add Resident Profile

When you log in for the first time, you will need to select

a role. You can also get to this page by [Selecting] My

Account from the upper menu and then [Selecting] View

Profile. The Resident Profile role allows you to post

information that only approved employers can search for,

such as your skills, interests, preferences, employment
information and resume.

a. On the Role page, [Select] “l want to participate as a
Section 3 resident by posting a resume with my
employment history/experience, skills, and training
for approved employers/contractors to review for
possible employment.”, [Click] “I certify that | meet
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HUD’s Section 3 eligibility requirements”, then Add Employment History
[Click] Save.

Edit Public User Roles

Employment Details

User Roles = Job Title Required

Section 3 Resident

Carpenter Supervisor ‘
Iwant to participate as a Section 2 resident by posting a resume with with my employment history/experience, skills,

and training for approved employers/contractors te review for possible employment. Company Name Required
| certify that | meet HUD's Section 3 eligibility requirements as follows: 1 am a resident of public housing; or my family Acme Construction O ‘
income does not exceed HUD low income limits.
: . Location Required
b. [Scroll] down to the Contact section and [Click] the
Edit button. Sanuan, PR ‘
c. [Enter]data. You must enter data in all of the Required From (Month / Year) Required
ﬁelds. [Chck] Save. ‘ November H ‘
Edit Contact Details
‘ 2012 s
Contact Details
To (Month / Year) Required
Email Address ‘ s ‘
fmmmiomt | @gmail.com
Manage Login.Gov Account L a
N H | currently work here
Title B
‘ s, m ‘ h. If you have an attachment to add, [Scroll] down to the
Firet Nome cequred Documents section and [Click] the Add Document
i ‘ ‘ butFon.
: i. [Click] Browse... and choose a file to upload (PDF or
Middle Name .
‘ .docx), then [Enter] data into all of the relevant fields.
[Click] Upload.
Last Name Required
Upload Resident Document
‘ Jimenez ‘

Document Details

d. [Scroll] down to the Profile Details section and

Uplosd your like Requirea
[Clle] the Edit button. Choose File_ sandra-resume.doc
e. [Enter] datainto all of the relevant fields. [Click] Save. Description
Edit Profile Details sendras current resime
Tyue Aequied
Profile Details Hesume []
Summary Required Yiou can upload documents in MS Woed or POF formst.

Do not incluce any of the following information in decuments:
| am seeking work as a carpenter. | also have experience with

. © Classified or gaverment sensitive information
electrical and drywall. &

& Sacial Security Hurmbes (S5

& Photosof yourself

o Perspnal information, such as age, gender, religious

affiliation, etc,
Type of Work Required
Permanent s ‘
===
Work Status Required . - — - -
Fulltime . ‘ j-  NOTE: Each file upload is limited to 2MB in size, but
— unlimited in the number of files that may be uploaded.
Availability Required
‘ Within 1 month s ‘

Edit Resident Profile
‘ Following are the steps to edit a Resident profile.

Compensation Requirements

‘15

f. [Scroll] down to the Employment History section and a. [Scroll] to the Contact section and [Click] the Edit
[Click] the Add Employment History button. button.

g [Enter] data into all of the fields. [Click] Save. b. [Update] data in the relevant fields. [Click] Save.
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a. [Scroll] down to the Profile Details section and
[Click] the Edit button.

b. [Update] data fields you want to change. [Click] Save.
c. [Scroll] down to the Employment History section and
[Click] the Edit button next to one of your entries.

d. [Update] data in the fields you want to change. [Click]
Save.

e. [Scroll] down to the Documents section and [Click]
the Edit button next to one of your documents.

f. [Update] data in the fields you want to change. [Click]
Save.

g. Todelete an Employment History entry, [Scroll] to the
Employment History section and [Click] the Delete
button next to one of your entries.

h.  When prompted, [Click] OK to confirm.

To delete a Document, [Scroll] down to the

Documents section and [Click] the Delete button next

to one of your documents.

j.- When prompted, [Click] OK to confirm.

—

Search and View Job and Contract

Opportunities

a. [Click] Search Jobs/Contracts in the upper menu.

b. [Choose] either the Job Search or Contract Search
tab for your search.

Search
Search the Section 3 Opportunities Portal for jobs, contracts, or registered busi You can also post 2 job post a contract
opportunity.

Job Search | | Contract Search

Job Search

Enter keywords to search for a Section 3 job oppertunity.

= |

Location:

‘ San Juan-Guaynabo, PR HUD Metro ‘

Job Search Options. +

-

c. To search for an opportunity, [Enter] one or more
keywords and a location related to the type of job or
contract you are seeking and [Click] Search. Note that
you can also choose from more options by clicking the
Job Search Options or Contract Search Options
panel and changing the options available.

d.

Search

Search the Section 3 Oppertunities Portal for jobs, contracts, or registered You can also post ajob rtunity or post a contract

opportunity.

Job Search | | Contract Search

Contract Search
Enter keywords to search for a Section 3 contract opportunity.

Plumbing ‘

Location:

| Puerto Rico ‘

Contract Search Options -

Contract Type
Sealed-bid

[_] Unit Price

Cost Plus

|| Firm Fixed Price

Time and Materials

] other

[Click] a Job or Contract Title link from the search
results to view the read-only view of the posting.
Contact details are available in the posting, and some
postings will have clickable URLs for more
information.




